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Using Outlook Web Access (OWA)

Getting Started

To access OWA open you web browser, and type http://webmail.alabama.gov into the

drop down bar labeled “Address.” Then select the “Enter” key or click the “Go” button
next to the address bar. The following screen will appear.

Alabama Webny rosoft Internet Explorer

J File Edt View Favorites Tools  Help
J daBack v = - (D 7at | Qhsearch (G Favorkes  {HHistory ‘ B-SmEER

Jnddrass I@ hikkp: v, webmail, alabama, gow)

H Links ] Customize Links & Account Central  ]ACS Borrower Login

j ﬁGU

AMAWebmail

/Webma\l Home (’ Contact Webrmail Administrators

" Official Alabarna Divectory

Metwark Mews = = =
Welcome to Alabama Webmail Webmail Login
Wirus Information
Your Email Address:
Spam Information

FAG & Help
Contact Us

This state employee service is
provided by IS0 Internet Services,
Department of Finance. To Login,
submit your email address on the
right, See FAQ page for help, or vou
can contact us,

“our Password :
Client (what's this?
 Pramium

C pasic

Sacurity (what's this?)

Hame

Alabama Certralized
E-Mail (ACE) Project

Updlate Webmail Network News

Agency System
Administrstor Login
[Trtemal ar VRN only]

DatefTime  Subject

1j27i2004  Wirus Threat
2145112 PM Response

102702004 Latest Wirus
141329 PM Thraat

1182004 Fake
3:54:49 PM Microsoft
Update Alert

1i18/2004  Microsoft

5107 PM Issuss Trio
of Patches
For January
2004

16004 FAQ & Help
214755 PM Updates

Merng

In response to recent DOOM witus threat, E-Mail containing Rles
with Extensions: bat, «md, .exe, pif, scr, and zip will be blocked,

1432, Movarg.A@mm is & mass-mailing worm that anmives as an
attachment with the Ale extension \bat, .cmd, exe, pif, scr, or 2ip,
When a computer is infected, the worm will set up a backdoor inte
the system by opening TCP perts 3127 through 3198, which can
patentially allow an attacker to connect to the computer and use it as
a praxy to gain access to it network resources, In addition, the
backdoor can download and execute arbitrary files,

The Faks message, which spots  spocfed sending address of
windowsupdate@rmicrosoit.com, uses the subject ine Windows %P
Service Pack 1 (Expresz)--Critical Update” to trick recipients into
opening the attached file

Read the Microsoft Bulletin Surnrnaries For the new updates released
January 12, 2004 Microsoft Intermet Security and Acceleration
Server Security Bulletin Summary for January 2004 Microsoft
Windows Security Bulletin Surnrary For January 2004 Microsoft
Exchange Security Bulletin Surnmary For January 2004

More docurnents have been added to the FAQ and Help section,
please check thern out!

lick Far older Metwork Mews

1 Public or shared computer

1 Private computer

Fill out form and click Log

On button above. By submitting
wou are signifying you have read,
understood and accepted the
terms of use outlined in the State
of &labama Email Policy (PDF). If
you need help with Cutlook Yeb
Access click here

&

iFMstart |J @ e E Iﬂi “ @nlahama We... Mlcrosuft Visio I ngdDWS Task...l OWA.doch\c...l @AsBul\tforCreat...I Rﬂ%@g!”@f‘ T
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Logging in to Webmail

Login Screen

Under the heading “Webmail Login” there are two text boxes that will allow you to login
to your e-mail account. In the “Your Email Address” textbox type your full e-mail
address. Then type your password into the “Your Password” textbox. Once you are done
click the “Log On” button to access your account.

j Alabama webnmi icrosoft Internet Explorer == =]
J File Edt Miew Favorites Tools Help ‘
J Back v = - (D at | isearch [ Favorites  {H#History ‘ B-Sw o “Links &]Customize Links @] Account Central €] ACS Borrower Lagin i
| dddress [@] http: o webmeail.alabama. govf | @

== AL ABRAMAWebmalil

‘/Webmawl Home {/ Contact Webrmail Administrators

 Official Alabarna Directory

hlebwork hews

Welcome to Alabama Webmail Webmail Login

Wirus Infarmation
“four Email Address:

FetestZ@a\.ma\l

Vour Passwardi
[E—

| [Loaon ]

Client (what's this?)
1 Prervium
C pasic

Security [what's this?)

Spam Infarmation This state ernployee service is
provided by ISD Internet Services,
Department of Finance, To Login,
submit your email address on the
right. See FAQ page for help, or you
can contact us.

F2 & Help
Contact Us
Hoime

Alakyama Certralized
E-Mail (ACE) Project

Update Webmail Network News

Agency System
Administrator Login

[Intemal ar WPH anly]

_—

DatefTime  Subject

Ljezjzond Wiz Threat
#:45:13 PR Response

1je7jz004  Latest Witz
5:41:29 PM Threat

1/18/2004  Fake

Memo

In response to recent DOOM witus thraat, E-Mail containing flas
with Extensions: bat, cmd, exe, pif, scr, and zip will be flocked.

W32 Mawarg. Ad@mm is 2 mass-mailing worm that amives/as an
attachment with the Fle extension .bat, .cmd, ere, .pif, fscr. or zip.
When a computer is infected, the waorm will set up a baftkdaor inta
the system by opening TCP ports 3127 through 3198/ which can
potentially allow an attacker to connect to the compyfter and use it as
a praxy to gain access ko its network resources, In Addition, the
backdoor can download and execute arbitrary filegl

The Fake message, which sports a spoofed senging address of

' public o shared compurer

) Private computer

Fill out form and click Log

On button above. By submitting
you are signifying you have resd,
understood and accepted the
terms of use outlined in the State
of Alabams Email Policy (POF). If
wou need help with Cutlook Wieb
Access click here.

2154149 PM Microsoft windowsupdate@microsoft.com, uses the subjéct line Windows XP
Update Alert | Service Pack 1 (Expressi-Critical Update’ to frick recipients into
opening the attached file

1i18j2004  Microsoft
3:51:07 PM Issues Trio

Read the Microzaft Bulletin Surnmaries Faythe new updates released
January 13, 2004: Microsoft Internet Sefurity and Acceleration

of Patches  Server Security Bulletin Summary For fanuary 2004 Micrasoft

For Jaruary  Windows Security Bulletin Summary fr January 2004 MicrosoRt
2004 Exchange Security Bulletin Summary/ for January 2004

1j16/2004  FAQ & Help  Mote documents hawe been addeg/to the FAQ and Help section,
2:47:55 PM | Updates please check them out!

Click Far older Metwork MNews

(3]
dstar||| (] @ > 3

l_’_|‘ Internet
H &1alabama We... [Bticroscftvisio | EwindowsfTask ... | Bowadoc - Mic... | Easbuitforcreat...| EACT1F - 9T R

333 PM

Example:

Your Email Address: xxxx@<Agency ID>.alabama.gov

Your Password: ##****
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Finishing Up
When you login you will go straight to your inbox. Your inbox contains your new and
existing mail messages. The following page will appear.

@ Microsoft Dutlook Web Access - Microsoft Internet Explorer

18]

JFiIe Edit  Wiew Favorites Tools Help

J Bk + = - (@ 7at | Qhsearch (G Favorkes  {HHistory ‘ B-SmEER

H Links ] Customize Links & Account Central  ]ACS Borrower Login 2

Jnddrass I@ hittps: fwnana, email, slabama, govfexchangef

j PGU

ﬁ I_=U|ders

= (3 acetest2
[ Calendar
|8 Contacts
15 Deleted Items
[J7 Drafts [2]
=]
S Journal
[ Jurk E-mail
| | Motes
[ Outbox
[ Sent Ttems
| Tasks

o i i 1
o [+

0 Use the Options page to set your local time zone.

avew - [ X [ 3 3 - 50 W O

01| From Received
1]g"

Tue 5/11/2004 3:04 PM =

L_'] Lag OFf

acetest2
To: acetest?

Cc: acetest3

(51 acetest3
re: another test

Tue 5/11)2004 2:26 PM =

This i a typical mail message

V_d Inbox
‘Eﬂ Calendar
S-=| Contacts
_‘DA Tasks

a Public Enldgrs_
|7% Rules

Jgﬂ Options

|@ hkkps: iy, email alabama.gov/exchangefacetest2/#

lil—éilﬂ Inkernet
Mstar||| ] & D 3

“ @Micrnsnrt M\crosoFt VI ngdows T| OWR.ch ’I AsEuwItForC...I @Unt\tled S | Rﬂ%@g! ” @f—) BT +woem
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Creating a New e-mail
To create a new e-mail click on the “New” dropdown box in the toolbar, and select
“Message” from the list.

File Edit Wiew

2} Microsoft Dutlook Web Access - Microsoft Internet Explorer

Favorites  Tools  Help

=18]x

»

whack - = - (D [0 A Qoeach GdFevorites AHistory | Ey- S w2 B

H Links @] Customize Links @] Account Central @]ACS Borrower Login

Address I@ https:/ i email. alabama. goviexchange/

jrﬁ?Gu|

Outloo eD Access
E i O [ €D Use the Options page ko set your local ime zone.
= jjmew"aﬁ%X|Q:" r%‘ﬁ'|ﬂpm‘@”e'9 ] Log off
 Colendar 3 Message ta show in this view, Ma items are currently selected.
[ Contacts #  Appaintment
(5] Deleted Items 83 Contact
(7 Drafts [2] @ Distribution List
[ Inbex # Task
& Journdl %) Post in This Folder
g dunk E-mail & Foider
|| Hotes =
[3 Cuthax
[ Sent Items
[ Tasks
 —rr e —
| b
.:n! Calendar
8 contacts
/] Tasks
3 Public Folders
Iﬁ Rules
2] options

glstart
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Creating a Message

An “Untitled —-Message” box will appear for you to create a new message. To create a
message type your message into the empty document editor, and type in the e-mail
address of the person/s you want to send the message to in the “To” textbox.

“ Microsoft Dutlook Web Access - Microsoft Internet Explorer =& x|
J File Edt Miew Favorites Tools  Help
> Minimize
J “HBack - = - @ at | @Search [ Favarites anstnry ‘ %v =N g “Links @Custnm\ze Links @Accnunt Central @ACS Barrower Login
| dddress [@] https: ju.emal slobama. govjexchange, | @ |
S a Untitled -- Message - Microsoft Internet Explorer
00 eb ess
i'i*.ﬂsendllﬂ djﬁ = 1 Bfl? 4 :!_'-’jOptlons...I-@He\p
ﬁFolders e b Gl i S )
= 5 acetest? To... acetest3@al, mail | | Log Off
[ Calendar = |
|85 Contacts = i
5] Deleted Items Bec...
[[7 Drafts [2] Subject:
)
(o Atkachments:
i Journal
[ Jurk E-mail [rormal =] A [arial il A BT Uu=E == =& = szage
|| Notes L -
[ Outbox A
[ 5t Ttems This is a typical message. |
| Tasks
f———ci
L—j Inbox
] catendar
Igzj Contacts
ﬁTasks
ﬁ Public Folders
% Rul
[ s @ 15 @ e A
| --| Dptions N l
£3] |_|—é_|‘ Internet

il start |J m E ). @ H @Micmsuft I M\crusuFt\l‘...I meduws T| OWA.ch -I AsEu\ItFUrC...II@Untitled - W@ﬁ@ﬂ!ﬁ@f). Ti  4sePm
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Selecting a recipient

To find the e-mail address for the person or persons that you would like to send a
message to you can click the “To” button to search for a recipient by name. The “Find
Names” box will appear. There are also other search criteria available to narrow the
search.

B Microsoft Dutlook Web Access - Microsoft Internet Explorer = =] x|
J File Edit View Favorites Tools  Help ﬁ
J HBack - = - @ 7at | @Search [ Favarites @H\story ‘ %v = W @ ‘g H Links ] Customize Links & Account Central  ]ACS Borrower Login 2
JAddrEss I@ hittps: ) fwnana, email, alabama, govlexchange) j PGU
5 “Z Untitled -- Message - Microsoft Internet Explorer =10 x| i 1
Q0 0D ACCessS
= it 5end | = |,§ il [0} |a(| 1 3 ‘_3 Optians. .. QHe\p
S Folders &[4
Spgueetestz g To.. |acotests Name has heen added ] Log OFF
[ Calendar
18 Contacts & I
5] Delsted Items == 2} Find Names -- Web Page Dialog . x|
[7 Drafts 2] Bee...
=] Subject: Find names in: IGIDbal Address List |
S Journal 5
3 Attachments: Display name Iac
[ g Jurk E-mail _— ssage
___J Motes INUrmaI T I Last name: I First name: I
[ Outbox E Title: | flias: |
LEJ Sent Ttems ;I
;ﬂ Tasks Company: I Department: I
Office: City: : .
| e 4 Click find.
Find
Mame Phone  Alias Office  Job title Company
acetest acetest
acetestl acetestl
acetestz acetestz
Actan, Alan Adckon rey Afcton@revenue, state, al,us
|_ﬂ Inbox
; Calendar
1 :] Contacts
Tasks
= Public Folders
§ Add recipient ta... |£_ 10 cC I Bco I Properties... I M ;I
@ Rules e
. Ej ﬂ net A
_7 Options I / l
|@ lil—éilﬂ Inkernet

RGBT s

iFMstart |J m e > @ |J @Mlcmsoft..‘ I McrosoFtV...I% CliCk “TO” to add I'eClplel’lt.

Example:

Click the “To” Button.

To find the person named acetest2 type “ac” in the “Display name” textbox, and click the
“Find” button. A list of perspective recipients will appear. Highlight the correct person
by selecting the name, and click the “To” button at the bottom of the “Find Names” box.
The name will then be added to the mail message. Continue to select names from list or
search again to find other recipients. When you are finished click the “close” button.
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Adding an attachment

To add an attachment to your email message click the “Attachments” button in the
“Untitled-Message” box. The “Attachments” box will then appear. Click the “Browse”

button and select the file you would like to attach. Highlight the correct file, and click
the “Open” button.

“J Microsoft Dutlook Web Access - Microsoft Internet Explorer =& x|
J File Edt View Favorites  Tools  Help i
J EBack ~ = - (D at | isearch [ Favorites  {H#History ‘ B-Sw o “ Links @&]Customize Links & Account Central &1 ACS Borrower Lagin i
| dddress [@] https: ju.emal slobama. govjexchange, | @
S a Untitled -- Message - Microsoft Internet Explorer
00 e e -
. lsend| i 2% 1, |8 b | 2] options... | @) Help

ﬁ Foldzrs R - Bl 3 Attachments -- Web Page Dialog x| -

3 £ oretest? Io... : I 1 Log ot
2 Colendar D tickp | —
|85 Conkacts e A |
(3 Deleted Items e —

IE Drafts [2] Bee... | Browse... |
finiboz] Subject: | —~—— 1
&8 Journal ] Fropaenl Choose file 2lxl
[ Jurk E-mail /— _ . ssage
] Motes [Normel Leokin |3 DOCS =l =®erE-
[ Outbox -
Sent Tt 1 =
E T:st o This is : asldebar‘htm J
18173t &1 sys.htm
[ 1915%C
] 36DRK
_1CDELLY
_1CDELLZ
(1 CDELLE
£ RCCESSORHTM
&1 CONTACT HTM
EDDY.INT
P — Y —
(4 X
File name: Iimpullan.hlm j Open
4] calendar ! \_‘
m.— Files of type: IA” Files (=7 d Cancel K
35’] Contacts S \
\m/rl Tasks
Public Folde El
flules & [ (5 @ memet 7
2] options. I | |
£3] |_|—é_|‘ Internet
il start |J m g M @ H @Micmsuf...l M\crusufml QW\ndUWMI @OWA.dU...l AsBuiItF... ”@UnT |w5®ﬂ!a®éj. T so7em
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Attaching a file

Once you have selected the correct file, and see it listed in the “Chose file to attach”
textbox click the “Attach” button. The file will then be transferred to the “Current File
Attachments” textbox.

izl owa.doc - Microsoft Word =& x|
JEiIe Edit Wiew Insert Format Tools Table Window Help ‘

JNorma\ - TimesMewRoman ~ 12 - | B I g|§§§§| =g-= e
J@ | Al Entries | Mew... .
El 3 Untitled -- Message - Microsoft Internet Explorer
idsend|lel o |2 % 0 [Be % § |:1 options...| @ Help
3 Attachments -- Weh Page Dialog ll
TS =
@) Help
ECi -
Choose a file to attach:
Bee... |C:\DELL1DOCS\imDortan‘htm Browse. . i :l
e Add the file to the list I

Attachments: Attach
I Hormal - I |

Current file attachments

Femove

This is a typic

Close

’_ E |4 Internet

(3|
JDLakac-j‘AgtUShapes' \I_IU%jtﬂuiﬂvﬁvgv::—:H ,‘
[Page & sec 1 8E At L3 Ln3 Col 35 [REC [TRE [EXT [ovR [ O
il start |J g g g H @Micmsuft I M\crusuFt\l‘...I Winduws T| OWA.ch -I AsEu\ItFUrC...II@Untitled - |%5®ﬂ!ﬁ®fjl Ti sizem
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Finishing up
To attach another file repeat the above steps. To remove the file you just attached click
in the checkbox beside the file, and then click the “Remove” button. The file you just

attached will be deleted from the “Current file attachments” textbox. When you are
finished attaching click the “Close” button.

“ Microsoft Dutlook Web Access - Microsoft Internet Explorer o == x|
J File Edt Miew Favorites Tools  Help i
J EBack ~ = - (D at | isearch [ Favorites  {H#History ‘ B-Sw o “ Links @&]Customize Links & Account Central &1 ACS Borrower Lagin i
| dddress [@] https: ju.emal slobama. govjexchange, | @
Outloo eb es o :
~Isend |l {20V 1 B 4 =] Options... | @) Help
ﬁ Folders LSRN /3 attachments -- Web Page Dialog E x|
= S scetest? lo—l 3 1 ] Log oFF
] Coender @reb | | —
|85 Conkacts B .
5] Deleted Items Choose a file to attach:
@ Drafts [2] Bee... | Browse... I
[ jBct
ﬁ e SR Add the file to the list
[__a Jurk E-mail Attachments: Abtach _—
|| Motes INormaI - I | F
[ Outbox Current file attachments
[ sert Ttems o e [¥] impartan.htm | Remave ﬂ
3 Tasks This is a typic =’
Close
P — Y —
L—j Inbox
j.-m!_ Calendar
3;] Contacts
ﬁ Tasks
ﬁ Public Folders
f Rul
[ Rules 5] [ [ [ memet 4
u ;j Options I l
£3] |_|—é_|‘ Internet

il start |J m E ). @ H @Micmsuft I M\crusuFt\l‘...I meduws T| OWA.ch -I AsEu\ItFUrC...II@Untitled - |%5®ﬂﬂ®f). !I;ﬂ 5119 FM
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/ gé] Contacts

Using the Calendar

To access the calendar in OWA select Calendar from the side menu bar. The following
screen will appear.

3 Microsoft Dutlook Web Access - Microsoft Internet Explorer i == x|
J File Edt Miew Favorites Tools Help i
J EBack ~ = - (D at | isearch [ Favorites  {H#History ‘ B-Sw o “Links &]Customize Links @] Account Central €] ACS Borrower Lagin i
| dddress [@] https: ju.emal slobama. govjexchange, | @
Dutloo eD ACcess £
[ Folders S 2 [Elnew - | X | Todey (1] (7] BT | 2 2 || @ ke ) Log off
2 S5 acetest? Tuesday, May 11, 2004 [] May 2004 »
fElclendal = SMTWTES
‘E Contacts 8 AM l 71
(5 Deleted Items
[[7 Drafts [2] 2 345 6 7 8
[ Inbox aml 9 10@12 13 14 15
gﬂjournal 9 - 16 17 15 19 20 21 22
fg Junk E-mail 23 24 25 26 27 25 29
|| Motes
[ Outbox AM 203
[ sert Ttems 10
| Tasks
A
11
PH
12
PM
1
 P—r e —
|_—_ﬂ Inbox —
M
ﬁ Calendar 2
| = PM
Tasks
ﬂ 3
) Public Folders
ﬁ Rules PH
| --| Options " 4 “
|@ https: ffwae, email, alabama. gov/exchangefacetest 24 |_|—é_|‘ Inkernet
il start |J m E ) @ H @Microsoft M\crusuFt\l’...I QWinduws T| OWA.duc -I AsEuwItFurC... M,ﬁ@ﬂM@.ﬁl !Isﬂ .26 PM
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Selecting a Calendar view

The Calendar can be seen in three different views. You can view your calendar daily,
weekly, or monthly depending on how far in advance you want to view your schedule.
Click on the “Today 1, 7, or 31” toolbar option to select a different calendar view.

& Microsoft Outlook Web Access - Microsoft Internet Explorer . =] x|
J File Edt View Favorites Tools  Help ﬁ
J Bk + = - (@ 7at | Qhsearch (G Favorkes  {HHistory ‘ B-SmEER HLinks & Customize Links & Account Central  &]ACS Borrowsr Login =
JAddrEss I@ hittps: ) fwnana, email, alabama, govlexchange) j PGU
Dutloo eb Cess = d
r ]Fulders &[4 Enew [ X |Today 1] 7] E E.j S 2 Wl | @ Help | Log off
B & acetestz 1 May 2004 4
':j‘ P witch To Manthly Wiew] 2o %
— Sun Mon Tue ed Thu Fri Sat SMTWTF S
[l SOt Apt 25 26 27 25 £ 30 May1 | |25 25 27 25 29 30 1
15 Deleted Items
i_{'ZDrafts[Z] 2 3 4 5 6 7 8
lenbux 9 IUEIZ 13 14 15
S Journal 16 17 18 19 20 21 22
[ Jurk E-mail 2 3 4 5 [ 7 8| |23 24 25 26 27 28 29
e | Motes
oy 303 1 2 3 4 5
= Cutbox
L;-] Sent Ttems
| Tasks
£ 10 1z 13 14 15
16 17 18 19 20 21 22
lass {Montgomery Klass (Montgomery KClass (Montgomery folass (Maontgomer:
| Inbox 23 24 25 26 27 28 29
d; Calendar
&=/ contacts
ﬂ Tasks
cremrs 30 31 Jun 1 2 3 5} El
5 Public Folders
@ Rules
i:] Options
|@ hkkps: iy, email, alabama, gov/exchangefacetest2/Calendar 7omd=contents# lil—éilﬂ Inkernet
iFMstart |J o & ™3 “ & |Microsoft ... M\crosoFtV...I = wirdows T| W owa.dac ’I ] AsBuiltforc. .. Rﬂg%@gH@ﬁ. FTE sanem

Example:

Click on the “31” option from the toolbar to view the calendar’s monthly view.

From this view you can see what today is, and where your relative appointments are for
the rest of the month. In the above calendar acetest2 has appointments from the 17"
through the 20" of the month.
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Scheduling an appointment

To schedule an appointment in your calendar click on the “New” dropdown box in the
toolbar and select “Appointment” from the list.

2 Microsoft Dutlook Web Access - Microsoft Internet Explorer == =]
J File Edt Miew Favorites Tools Help i
J EBack ~ = - (D at | isearch [ Favorites  {H#History ‘ B-Sw o “Links &]Customize Links @] Account Central €] ACS Borrower Lagin i
| iddress [@] https: o smal. slshams, govjexchange] = Pe
Dutloo eD ACcess £
[ Folders O [~ NfiNew - | K | Todey| (T (7] BT |5 P 2 || @ Help JLogoff
2 S5 acetest? -JJ Message Tuesday, May 11, 2004 [] May 2004 »
:@ = Appointment = S MTWTF S
9= Contacts 89 contact [ps 25 2728 2930 1
Deleted Items = i i
@ @ Distribution List 2 3 45 6 7 8
[ 7 Drafts [2] B Task
lenbux 4 Folder 9 1012 13 14 15
gijournal [:] - 16 17 15 19 20 21 22
[igj urk E-mail 23 24 25 26 27 25 29
|| Motes
La Outhox AM 30 31
[ sert Ttems 10
| Tasks
A
11
PH
12
PM
1 .
 P—r e —
l_—_d Inbox 5
Pt LI N
_.-:3:1! Calendar 2
|8 ]Enntatts
B Aaientiniei —
=, P
4..4 Tasks 3
@ Public Folders
@ Rules PH
P -~| Dptions 4

|_|—é_|‘ Internet
Hstart |J @& B H &IMicrosoft Dut... [E]Microsaft visio I = windows Task...l OWA.duc-M\c...l AsBui\tfurCreat...I |w5®gm®f‘ T seaem

|@ https: ffws, email, alabama.gov/exchangefacetest 2 f/Calendar/femd=contents 4
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Scheduling Options

Once the “Untitled-Appointment” box opens you can input the “Subject”, “Location”,
and any additional notes into the corresponding textboxes. You can also click on the
dropdown menus for the “Start time”, and “End Time” to chose appropriate times.

There is a dropdown menu option that you can use to help remind you of your
appointment anywhere from 5 minutes to 2 days before the appointment. There is also an
option for how to display this appointment on your schedule for anyone who might want
to schedule an appointment with you on his or her calendar.

“Z Microsoft Outlook Web Access - Microsoft lnterna : i =] x|
J File Edit View Favorites Tools  Help ﬁ
J Bk + = - (@ 7at | Qhsearch (G Favorkes  {HHistory ‘ B-SmEER HLinks & Customize Links & Account Central  &]ACS Borrowsr Login =
JAddrEss I@ hittps: ) fwnana, email, alabama, govlexchange) j PGU
Tr, Mo T
ti Outlook Web Access i Calendar
[ ]Fulders &[4 Ellnew ~ | X |Today 1] 7 51 5 2 2 W | @ e | Log off
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o] MLl — S M TWTF 3
8 Contacts 3 Untitled -- Appointment - Microsoft Internet Explorer E = =] 1[ 71
@ Deleted Items Lgsave and Close|\_-§ Im |{)Recurrence... ﬁlnwte Attendees|‘f 4 ‘ @) Help 2 3 45 6 7 8
'-{Zl Drafts [2] i
= Inbox Appointment I»Qvailahility | 1= ] 12 13 14 15
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[Tg Jurk E-mai .
jNDtes Location: Conferente Rm 224 2A5E: 20026, 220 2
30 3
= Cutbox Abtachments: I
[-3 Sent Tkems
U=
3 Tasks Start bime:  [Tue 5/11/2004 M R j I all day event
Endtime:  [Tue 5/11/2004 T sanem -
¥ Reminder: |15 minutes -I Show bime as: | Busy -I
Agenda For Meeting: d
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d Inbox
’u; Calendar
33’1 Contacts
ﬂ Tasks
@ Public Folders
@ Rules
Ej Options ﬂ
2 le] '_ré_l‘ Inkernet A5 |4 mnkernet

iﬁstart |J m e > @ “ @Mlcrasoft I M\crosoFtV...I ngdows T| OWR.ch ’I AsEuwItForC...II@Untitled = |%5®@H@ﬁl !Iﬂ 547 PM

Example:

In the above example we have scheduled the appointment for the 11" of May from 5:00 —
5:30. A reminder will be displayed 15 minutes before the appointment, and if anyone
tries to schedule an appointment at this same time the calendar will say that you are busy
at this time. This will then let that person know that they will have to pick another time.
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Appointment Availability

In the appointment view there are two tabs, one for the appointment and one for
availability. To check to see if the person you want to schedule an appointment with is
busy, or has tentative plans click on the “Availability” tab. In the textbox under the
heading “All Attendees” type the persons name and hit the “Enter” key. In between the
lines that indicate the time you want your appointment to be between a shading of some
sort will appear to indicate whether that person is busy, tentatively busy, out of the office,
or there is no information found for that time.

G Microsoft Dutlook Web Access - Microsoft Inte R =] x|
J File Edit View Favorites Tools  Help ﬁ
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Efﬂ“ﬂ"dﬂr [T Tentative M Busy M Outofoffice RS Mo Information
5=| contacts o Start time:  [Tue 5{11f2004 J0em j
;ZTasks g8 Endtme:  [Tue 5/11/2004 R =l
=3 Public Folders [&] Done [ 5 [ meemet 7
PM
@Rules 9
Ej Options -
|@ lil—éilﬂ Inkernet
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Example:

In the above example you can see that acetest3 has a meeting from 5 to 6 that will
conflict with the appointment that acetest2 is trying to schedule from 5 to 5:30.
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